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Exclusively for use by the State of Indiana
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ENCOMPASS |

Entering Vouchers

Chapter Overview

Accounts Payable

This chapter provides an overview of entering vouchers in
ENCOMPASS.

Chapter Objectives

By the end of this chapter, you will be able to:

Find an appropriate vendor in ENCOMPASS
Enter a voucher for non-PO items and services
Enter a multiple line-item voucher

Split the accounting distribution for a line item
Create a voucher from a PO receipt

Run the SOIAP008 query for verification of input
Enter an adjustment voucher (credit voucher)

Enter a journal voucher

Run the voucher build process to load a large number of vouchers
into the system (process available to limited number of users)
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¢ Voucher Overview ¢ Vendor Lookup

All payments made by the State of Indiana must be entered into
ENCOMPASS. You enter a voucher into ENCOMPASS for the
following types of invoices or payments:

As the first step in entering a voucher, it is required for all users to
verify the vendor is active in the ENCOMPASS system and to verify
the Remit to address is correct for remitting payment.

¢ Claim vouchers for non-PO items or services

e Purchase order items or services

e Travel and expense reimbursements (unless your agency uses the
Travel and Expenses module)

Vendors >> Vendor Information >> Add/Update >> Vendor

C Navigation

* SDO payments

Enter the Vendor ID or other applicable information to find the
vendor you need.

Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of a|

[ Find an Existing Value ‘|

SetlD: = - BTIND Q
Vendor ID: begins with -
Short Vendor Name: begins with - a
Our Customer Number: begins with - Q
Name 1: begins with - a,
AOS Vendor ID: begins with -

Include History Case Sensitive

Search | Clear | Basic Search Save Search Criteria

APSC02 Find an Existing Value tab

Step Action
1 Enter all applicable search criteria.
2 Click _ search |
APTO04
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Procedure | Verify the Address

Once you navigate to this page, verify the information presented
on the page. Also, verify that the remit to address is correct in the
system.

[ Summary \_ Contacls y  Profile

SetlD: STIND

Vendor ID: 0000013851

Vendor Short Name: OFFICEDEPO OFFICEDEPO-001

Vendor Name: OFFICE DEPOT

Order: OFFICEDEPO-001 Remit To: OFFICEDEPO-001

PO BOX 633301
CINCINNATI, OH 45263-3301

7702 WOODLAND DR
INDIANAPOLIS, IN 46273

Status: Approved Last Modified By: CSCHNEIDER
Persistence: Regular Last modified date: 10/29/2007 4:55PM
Classification: Supplier Created By:
HCM Class: Created Date/time:
Open for Ordering:  Yes Last Activity Date:  10/29/2007
Withholding: Yes
VAT: No

ARSCO03

Addr Description Address Line 1
1 1|=*3954- 1330 SADLIER CIRCLE EAST
2 33954~ PO BOX 9020
3 4 *=***3954-03 8200 E 32ND STREET NORTH
4 5|****3954- 7702 WOODLAND DR
= 6 |*=***3954- PO BOX 633301
6 7 *™***3954-05 OFFICE DEPOT CARD PLAN
7 8 | 3954~ PO BOX 633211
8 9| 3954~ OFFICE DEPOT #64
9 10 |****3954-01 DEPT 56-4205353708
10 11| Mo Auditor of State Payment DEFT 601116003558019
ha 12| Mo Auditor of State Payment 100N GATES DR
12 13 [****3954-06 4604 FREDERICA STREET
13 14 |****3954-07 DEPT 601116003534929
14 15|****3954-08 DEPT 601116003534929
15 16 |****3954-09 PO BOX 63301
16 17 |****3954-14 3708 COMMERCIAL DR
ARSC04 Summary page

ENTAP Training
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Entering a Voucher for Non-PO Items or Services

You have received a non-PO (claim voucher) invoice, and you need
to create a voucher in the system to pay the invoice.

Before you even begin to enter a voucher, you must first verify that
the correct vendor information has been entered into ENCOMPASS.
You must verify the name of the vendor and the correct remit to
address before processing a voucher. If a change needs to be made,
notify AOS. If the vendor does not exist in ENCOMPASS, Direct
Deposit information is required along with a completed W-9 form
signed by the vendor. Use the State’s version of a W-9; it can be
found on the AOS website. Send these forms to AOS, which is
responsible for entering and maintaining vendor information.

A new feature has been created for non-PO vouchers. You must
now enter a received date for the invoice in the Received Date field
on the Invoice Information page. If the invoice is for a utility bill, for
example, enter the last date of the month or the billing cycle. The
Received Date is a required field. An error message will display if this
field is not populated.

To enter a voucher for non PO items or services:

A. Add vendor, invoice number, date, and amount.

B. Add item information, accounting distribution information, and
receipt date.

C. Verify payment information.

Accounts Payable >> Vouchers >> Add/Update >> Regular Entry

Exclusively for use by the State of Indiana
Issue Date: 12/05/2007
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Accounts Payable

Procedure | Add Vendor, Invoice Number, Date, and
Amount

Use the Add a New Value tab to enter a new voucher. Note that
the Voucher ID field says NEXT. After you enter the voucher
information and save, the system assigns a voucher ID number. If
you need to look up an existing voucher, use the Find an Existing
Value tab.

Make sure you click on the Vendor ID field to verify the existence of
the vendor before proceeding.

Freight is no longer entered as a separate line item within the voucher you
are creating. You must enter freight in the Freight Amount field on the Add
a New Value page before starting to enter the voucher information. The
Freight field on the Invoice Information page is currently not active.

> eProcurerment |
- Services Procurerent
- Sourcing

[ Grants

> Project Costing

[ Proposal Management

Voucher

[ Eind an Existing ¥alue )~ Add a New Value

(- Travel and Expenses

> Billing ] "
b iy S e Business Unit: 00050 |
[ Accounts Payable Voucher ID: MEXT
= Wouchers
= AddiUpdate Voucher Style: | Regular Youcher v
— Regular Entry Short Vendor Name: l:]q
— Quick lrvoice Entry
— Complete Redister Vendor ID: Q
Youcher —
— Close Youcher Vendor'].ocation: l:'q
— Delete Youcher Address Sequence Number:
— Update Cpen lterm Ij]o\
— UnPostVoucher Invoice Number: | ‘
> Maintain g . I:]
b T Invoice Date: [
[> Control Groups Gross Invoice Amount: | O.UDD‘
> Payments 3
[> Batch Processes Freight Amount: | UAUDDI
[> Ilf;‘;:lew Accounts Payahle _ | Misc Charge Amount: I UAUUUI
[> Reports Estimated No. of Invoice Lines: 1
— Auditor of State Portal
— Accounts Payable Center
[ Asset Management Add
[ Banking
- VAT and Intrastat
I Commitment Control Find an Existing Yalue | Add a NewYalue

APSCO05 Add a New Value Tab

Exclusively for use by the State of Indiana
Issue Date: 12/05/2007

Step Action

N oo bW N =

Accept the default Voucher Style Regular Voucher.
Enter the Vendor ID.

Enter the Invoice Number.

Enter the Invoice Date.

Enter the Gross Invoice Amount.

Enter the Freight Amount.

Click Add.

ENCOMPASS | Accounts Payable

APTO5

Guided Activity

Step Action

O 00 N O U A W N =

Business Unit: <defaults>

Voucher ID: NEXT

Voucher Style: Regular Voucher

Short Vendor Name/Vendor ID: <search for Staples>
Invoice Number: 783xx

Invoice Date: <today’s date>

Gross Invoice Amount: 50.00

Freight Amount: 5.00

Total Voucher Lines: 1

Exclusively for use by the State of Indiana

Issue Date: 12/05/2007
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Procedure I Add Item Information, Accounting Sumrmary ) Inveice Information ' Payments ) Youcher Atibutes ) Error Summary ),
D|str!but|on Information, and Husinesaiil {0000 mvoice Number: | 7878772 \
Received Date Voucher ID: 00000769 Invoice Date: 11/26i2007 |5
Voucher Style  Regular Action: & | Run |

Copy from a Source Document

Use the Invoice Information page to enter or view invoice

information, including vendor information, non-merchandise pount: [ |  purchase Order: Cor 0 | Worksheet Copy Opion:
charges such as freight, and invoice line and distribution vendor:  [oooozzras | Py Torms: =
information. Name: STAPLES-001  |@ Comments

Location: 000001 Q A ing Date: |11/262007 [[5)

*Address: le Advanced vendor Search *Currency: @Q MNan Merchandise Sumrmary

Use the Invoice Lines group box to enter information for each

STAPLES Total: Calculate | withhalding
line item on the invoice: the merchandise amount, the unit price, b et Difference 0.000
quantity, and description. You may enter as many lines as you INDIANAPOLIS, IN 45254 Packing S | |
need. The system automatically calculates the line and distribution
amounts based on the gross amount less freight and miscellaneous EJ[S] Line ReceivedDate ‘Distributeby Item Description Quantity UOM  Unit Price Extended
invoice charees 1[1172012007 |5 [Amount+] | |@ [ParER || [ & ] | 45.000]
&es- Ship To SpeedChart
--05%081 A I:IQ [Juse One Asset ID M
The withholding code is now driven by the type of vendor and - Distribution Lines Cuslomiza |E
. . . N i { B
Account (object) code. You do not need to enter it. You can click the Q- chart W R s
. . . . . . . . . Amount Quantity *GL Unit d Account Program D Bud Ref He JuS Project
Withholding link to view or verify withholding information. . . o - . e unt -
= 1] 4000 | [oo0s0 | [10200 |Q (546005 |@ [1oooo |@ [oo7oot | [2008 o | la | o
All vouchers must have a receipt date. For non-PO vouchers, enter
. .1 . Invoice Lines
the date of service or the last day of the month (for a utility bill, for SRS N B0
example). Frelght Amount son
APSCO06 Invoice Information page

The chartfields required in the Distribution lines are Fund, Account,
Department, Program Code, and Budget Reference. Additional
fields such as Project may be required for your agency.

Action

1 In the Received Date field, enter the date the invoice was received.
2 Click the Comments link to add comments.
3 Click the Withholding link to view or verify withholding.
4 Enter the item information and accounting distribution information.
5 To add another line item, click the Add icon in the Invoice Lines section.
6 To add another accounting distribution for a single line item, click the Add icon in the
Distribution Lines section.
7 Click Save.
APTO06
ENTAP Training ENTAP Trining
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Guided ACtiVity Summary Y Invoice Information | Payments | Voucher Atributes 'y Errar Summary

St Acti Business Unit: 00050 Invoice Number: 878713 |
€ ction
: Voucher ID: 00000769 Invoice Date: 11426:2007 |

Voucher Style ﬁ Run I

Regular Action:

1 Pay Terms: <defaults to 35 Arrears>
: Total: 50.000

2 Accounting Date: <today’s date> Vendor: STAPLES *Pay Terms: ’m‘ Schedule Paymentsl

3 Received Date: 11/30/2007 EBER AR

4 Description: PAPER IMDIAMAPOLIS, IN 46254

5 Fund: 10200 Payment Information

6 Account: 546005 Scheduled Payment: 1

7 Program: 10000 Remwto:  [oonazras Jam —

8 Dept: 007001 Location: Q Discount: USD || Discount Denied

9 Bud Ref: 2008 Address: [ 4o Late Charge
STAPLES Scheduled Due: @
DEPT 0001738053 Net Due:

FOBOXET21 Discount Due: I:I
Accounting Date:

Procedure | Verify Payment Information

THE LAKES, MY 88901

On the Payments page, you can record a manual payment (for

SDO manual payments only, which are discussed in Chapter 6 of Bank: [a0s | Pay Group: [ =
this manual) and put a payment on hold. If you need to change Accows:  [A05 |8, e s A
‘Method:  [CHK|Q check *Netting: N e

the scheduled due date, contact AOS as users cannot make
changes to the scheduled due date. When the voucher is saved, the
system calculates the due date based on the payment terms. After
ENCOMPASS goes live, messages entered in the Message field in APSCO07
the Payment Method section WILL print on the check or remittance
advice.

Message: | Messages

Message will appear an remittance advice.

Payment Options

*Action: Schedule |w| PaymentDate: [ | Hold Payment [] Separate Payment []

. Pay: \ Reference: I:] Hold Reason: I:]Q
The other links are not used. o o _
Letter of Credit: |:];s

After payment is made, the Payment Inquiry link becomes available.

Payrment Inguiry HolidayiCurrency Options  Express Payment  Yendor Bank Account
Payment Note

Mote: Payment Mote is for internal use anly and will not appear on remittance advice.

APSC08 Payments page
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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1 Verify the Remit To address. The Summary page and the Error Summary page become available
2 Verify the correct Bank, Account, and Method, which default: after the voucher is saved. The Summary page provides high-level
For claim vlciuclj:g,s verify the following fields: information about the voucher (vendor, invoice date and number,
e Bank =

amount). This is also the page that provides the status of the various

* Account = AOS processes the voucher goes through.

e Method = ACH

Note: For SDOs, choose your agency bank and account information.

Summary Y Invoice Information |}~ Payments j” Voucher Attributes '}~ Error Summary |

3 Verify the Handling Code and change if necessary.
e AS = AOS will send the remittances (or checks); AS is Business unit: Epea nvoice Date: 1i26i007
the default (i.e., AOS will send out most remittances and WOICHEL Doooo78S fvoice No: T8787ja
payments to Vendors) Voucher Style: Regular Imvoice Total: 50.000 usD
Contract ID:
® GP = Generic payments; use if an agency wants to send Vendor Name: STAPLES Pay Terms: 35 Arrears
out the remittance (or payment) itself 5206 W 38TH 5T Voucher Source:  Online

INDIAMAPOLIS, IN 46254
e TR = Travel vouchers

Entry Status: Postable Origin: Pyt
* SD =SDO payments Match Status: Mo Match Created: 1102612007
Approval Status: Approved Created By: JHODGES
4 Select the Hold Payment checkbox to prevent a voucher from being paid. You must select a Post Status: Unposted Modified: 11/26/2007
Hold Reason. Also, you must enter a detailed explanation in the Payment Notes box. If the Modified By: JHODGES
reason for the hold is a dispute with the vendor, you must contact AOS to recalculate the Document Tolerance Status:  Valid ERS Type: NotApplicable
interest charges.
Budget Status: Mot Chk'd Close Status: Open
5 Click Save. Budget Misc Status: walidl
‘View Related | Payment Inquiry v| Go

APTO7

APSCO09 Summary page

Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
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Possible Voucher Statuses

Approval Status

e A-Approved
* D —Denied
e P-Pending

Post Status

e N - Payment Not Applied
e P —Posted
e U-Unposted

Budget Checking Status

e E - Error in Budget Check
e N - Not Budget Checked
e V- Valid Budget Check

Doc Tolerance Status

e E - Error
N - Not Checked
R — Reset
V - Valid

The Error Summary page shows users any errors that occured upon
data entry for the voucher. For example, if a voucher is entered with
the same vendor/invoice number combination, an error will occur
as duplicate invoice numbers are not allowed at the State of Indiana.

|~ Summary Y Invaice Information )" Payments " Woucher Atiributes '} Error Summary

Business Unit: 00050 Imvoice Number: T78787ja
Voucher ID: 00000769 Imvoice Date: 11/26/2007
Style: Regular Total: 50.000 UsD

This Youcher does not have any errors.

B save | LLReturn to Search | +[8 Previous in List l +[E| Mext in List | [=] oty | 4 Refresh Er ad | & UpdateDisplay

Summary | Invoice Information | Payments | Youcher Attributes | Error Summary

APSC10 Error Summary page

L. Exclusively for use by the State of Indiana
ENTAP Training Issue Date: 12/05/2007
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Entering a Voucher from a PO Receipt

You have received an invoice for items ordered with a purchase
order and you need to create a voucher in the system to pay the
invoice. You MUST copy the PO information from the PO receipt
into the voucher. You cannot enter a voucher for a PO if a receipt
has not been entered for the goods or services. If a receipt has not
been entered for the PO, contact the person responsible for entering
receipts in your agency.

The State has 35 days to pay an invoice, after which the State pays
interest. The 35 days is calculated from the later of the received date
or the invoice date. These dates must be recorded accurately so that
the system can calculate interest correctly.

~
Enter only ONE invoice for each voucher. DO NOT combine more
than one invoice per voucher.
J
To enter a voucher from a PO receipt:
A. Add invoice number and date.
B. Search for PO receipt, select lines, and copy selected lines into
voucher.
C. Verify that the copied information matches the invoice.
D. Verify payment information.
Navigation
C Accounts Payable >> Vouchers >> Add/Update >> Regular Entry ]

Exclusively for use by the State of Indiana
Issue Date: 12/05/2007
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Procedure | Add Invoice Number and Date Procedure | Search for PO Receipt, Select Lines,

and Copy Selected Lines into Voucher
Use the Add a New Value tab to enter a new voucher. Note that

the Voucher ID field says NEXT. After you enter the voucher
information and save, the system will assign a voucher ID number.

Use the Worksheet Copy Option to find the receiver to copy into
the voucher. After you bring in the information from the receiver,
you can make adjustments as necessary, such as freight or invoice

If you need to look up an existing voucher, use the Find an Existing amount. If the quantity is different, notify the receiver to verify

Value tab. accuracy of the receiving information. Do not change quantities

brought in from a receiver.

- eProcurement :I " Invoice Information __Payments '} Voucher Afiributes
[ Services Procurement Business Unit: 00050 Invoice Number: 8474846
[ Sourcing VoucherID:  NEXT Invoice Date: 111142007 [
[ Grants Voucher Voucher Style  Regular Action: v|_Run
[ Project Costing CoRVtoN gl e ocumeat
I> Proposal Management [ FEind an Existing Value Y Add a New Value PO Unit: @, Purchase Order: @ _CopyPG | worksheet Copy Option: None -
[> Travel and Expenses -
[ Bllllng . N Vendor: Q *Pay Terms: UponRec v &
b Aceolnts Beceivabie Business Unit: ooosn Sy Name: Q comrolGromp: | & Comments
Accounts Payable ey = Location: | | Accounting Date: 111712007
—Wouchers Voucher ID: e *Address: | | Aduancedvendor search  *Currency: usD @ Non Werchandise Summary
= Addilpdate Voucher Style: | Regular Voucher w Total: 550000 _Calculate
Short Vendor Name: | IQ
— Quick Invoice Entry
- Complete Redister Vendor ID: |:]Q packing Sii
Yvoucher . SO
~ Close Voucher Vendor Location: [ |
— Delete Youcher Address Sequence Number: EQ EJ[=] Line ReceivedDate "Distribute by Item Descripti Quantity UOM  Unit Price Extended Amount
— Update Open lterm 1 [ Amount ~ Q a 550,000
— IUnPostvoucher Imvoice Number: | ShinTa SnoadChart
[[; E;g:i': Invoice Date: I:ll}'i,]
[> Contral Groups Gross Invoice Amount: | D_gggl APSC12 Invoice Information page
[» Payments .
> Batch Processes Freight Amount: | D.DDDI
’ ﬁﬁglew HEERUE FELEIANE = | Misc Charge Amount: | DADDDI
[ Reports Estimated No. of Invoice Lines: |:| Step Action
— Auditor of State Portal 1 In the Worksheet Copy Option field, select PO Receipt.
— Accounts Payahle Center
[ Asset Managermernt Add
[- Banking APTO09
APSC11 Add a New Value tab

Action
1 Accept the default Voucher Style Regular Voucher.
2 Enter the Invoice Number.
3 Enter the Invoice Date.
4 Click Add.

APTO08

ENTAP Training
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Use the Worksheet Copy Option to find the receiver to copy into the Procedure | Verify the Copied Information
voucher. Use the Copy Worksheet page to look up the receiver for Matches the Invoice
the PO for which you are entering the voucher.

It is important to verify that the information copied from the receipt

Copy Worksheet matches the information on the invoice. The dollar amount for a line
Unit: 00050 Voucher: NEXT m— item can vary, as long as the difference does not exceed the lesser of
Hecaner Laolkup Eritar 10% or $500 (which is the document tolerance limit established in

PO Business Unit: DQ PO Number: Q, ‘PO Dt Opt: PO Date: l:]l}'i] the system)
Receipt Unit: I:lQ
ReceiptNumber rom: [ & Receiptumber To: [ ] If the invoice amount exceeds the document tolerance, follow your
Receiver Line From Line: [ ] , . . .
oo ] agency’s chain of command for handling budget issues. You may
*Receipt Date Option: Mo Date v Receipt Date: I:]Eﬂ
, —— also need to contact the buyer who created the PO. A change order
Ship To: :IQ Packing Slip: l |Q
Pro Number: | a Bil of Lading: | & may need to be created for the PO.
Carrier ID: l:IQ
If you notice that the accounting information s incorrect, DO NOT
CHANGE it on the voucher, because doing so will affect the budget
Max Rows to Search o lected Lines Reset ] 1
o il | | SelectAll [ Clearal checking status and thus require another round of approvals. Enter
ajournal voucher to correct the accounting distribution.
APSC13
——+
R Search Copy Selecizd Lines Reset SeledAl [ ClearAl On this page is an icon to Finalize the PO ( {[% ). When a voucher is
olect Becebvenliees created and the entire PO is received and complete, click the icon to
PO Unit: 00050 PO No.: 0008515286 PO Date: 09/04/2007 F 1 th PO
BU Recv: 00050 Receipt No: 0000000135 Recv Date: 11/18i2007 Inalize e °
Ship To: 0504081 Carrier ID: Packing Slip:
Pro Number: Bill of Lading: " Invoice ion | Payments } Voucher N
Vendor ID: 0000217617 OFFICEMAX INCORPORATED Business Unit: 00050 Invoice Number: 1234566
: : : e Cugtm]"zg | Eind | view All | 3§ Voucher ID: NEXT Invoice Date: 1112012007 [
Selemfi—‘;e'm Seq ltemID Description Quantty UOM Hot  Merchandise c,.;cy Eu“mzﬂtjgﬁdg—" Ouder  pOMe.  Lme ﬁw % e Voucher Style  Reqular
TREE T nee Copy from a Source Document
1 1 ?)r(uz mlgL?ﬁO 60000 PK  3.42000 20.520 USD £.0000 PK 3.42000 0008515286 1 1Received [ ] ASOM9061 PO Unit: Purchase Order: Copy PO Worksheet Copy Option: MNone -
SelectAll [ Clear Al Vendor: 0000217617 Q@ ~pay Terms: 3B ATears =
Name: OFFICEMAXI-001 & Control Group: Q B B commens
APSC14 Copy Worksheet page Location: 000003 @ Accounting Date: 1111812007 5
“Address: 3 QU aguanced Vendor Search  "Currency: usD @ Non Merchandise Summarv
OFFICEMAX INCORPORATED Total: 20520 —Icalcume Withhalding
Action 3233 N POST ROAD
INDIANAPOLIS, IN 46226 Packing Sk
2 Enter the Receipt Unit.
3 Enter the receipt number in the Receipt Number From field. F][S] line Received Date *Distributeby litem Description Quantity UOM  Unit Price Extended Amount
4[1118o007 1 Ouantifv _~ O OFFICEMAY: Ol MAU 17 £ 0000 PK O 342000 20 e20]
4 Click the Search button. APSC15 Invoice Information page
5 Select the receiver lines that you want to copy to the voucher.
6 Click the Copy Selected Lines button. .
Action
APT10 1 Verify that the information copied from the receiver (vendor, amount, line items) matches the
information on the invoice.
2 Verify the date is correct in the Accounting Date field.
3 The Description field will default from the PO.
4 Click the Withholding link to view or verify withholding. (Optional step)
5 Click Save.
APT11
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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Procedure | Verify Payment Information

1 Verify the Remit To address
On the Payments page, you can put a payment on hold if you need 2 The Bank, Account, and Method should default.
to delay it for some reason. When the voucher is saved, the system e Bank = AOS
calculates the due date based on the payment terms. If you need to e Account = AOS
change the scheduled due date, contact AOS as users cannot make e Method = ACH
changes to the scheduled due date. 3 Enter the appropriate Handling Code.
4 Click Save.
{” Invoice Information  Payments {_ Voucher Attributes ', APT12
Business Unit: 00050 Invoice Number: 1234566
Voucher ID: NEXT Invoice Date: 11/20/2007 [
Voucher Style  Regular
Total: 20.520
Vendor: OFFICEMAX INCORPORATED *Pay Terms: 35 Arrears v Schedule F'ayment5|
3233 N POST ROAD
INDIAMAPOLIS, IN 46226
Payment Information in First =] 1 of 1 LI Last
Scheduled Payment: 1 EHE
*Remit to: 0000217617 Q5 Gross Amount: 0.000 USD
Location: 000002 @, Discount: 0.000] USD []Discount Denied
*Address: 2Q Late Charge
OFFICEMAX INCORPORATED Scheduled Due: £
| —
APSC16
ADS Q Pay Group:
ADS Q *Handling:
CHK/@ Check *Netting:
Messages
Message will appear on remittance advice.
*Action: Schedule ~| Payment Date: Hold Payment Separate Payment [[]
Pay: o Reference: [ | Hold Reason: Q
Letter of Credit: i
Payment Inquiry HolidayiCurrency Options ~ Express Payment  Vendor Bank Account
Payment Note
Note: Payment Note is for internal use only and will not appear on remittance advice.
APSC17 Payments page
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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| Accounts Payable

¢ Run the SOIAP008 query to
check voucher data entry

After all of the vouchers have been entered, this query should be
run to view all of the entered vouchers to verify data accuracy. This
query as seen on the next page shows all of the fields entered on the
voucher. Data processors must verify their data input. If there are
any problems with input, the data processor can reopen the voucher
and change it.

Navigation
C Accounts Payable >> Vouchers >> Verify Pending Vouchers ]

A new browser window opens. After you enter the business unit
and origin and click View Results, a box displays asking if you want
to open or save the Excel spreadsheet. Click Open to run the query.

Business Unit: 00050 |
Origin: PYM |

PS ROS s \Voucher PC
s Vend Inv Inv |Distrib. Bank Scheduled : Wihd A Bud| —
I e Ve':“" P w P a e m oue M P"Su‘s o M PR H 3“5 ﬁ FE R

File Download 3]

Do you want to open or save this file?

@ Name: g.xls
— Type: Microsoft Excel Workshest, 36.2 KB
From: gmiswebp0Spw. shared. state. in.us

[ open ][ _save ] [ cancel ]

Always ask before opening this type of file

‘While files from the Internet can be useful, some files can potentially
aim pour computer. | you do not tust the source, do not open or
save this file. What's the risk?

APSC18 Query SOIAP008 (Verify Pending Vouchers)

Action
1 Enter the Business Unit.
2 Enter the Origin. (Enter a % wildcard to see all vouchers for a business unit.)
3 Click the View Results button.
4 Click the Open button.

APT13

Exclusively for use by the State of Indiana
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B Microsoft Excel - q1]
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=508 %

Check each column to verify the data input on each of the vouchers.

=¥
Type 3 question for help 1

g 09| 3
> T 8| 3F

: & Snaglt |21 | Window - !

Al v f& Verify Vouchers Prior to Pymnt
A 8 c D [ E [ F [ G [

1 [werity V[ 446
2 [origin |voucher |PS vendor #[vendor Name |mos FiD # [invoice # |invDate  [PONo.  [Descr
& [PYM  [00000352 [0000000046 |PRINTERS SUPPLY OF INDINC 1351050029- ZHTestBP_AM1T 9/25/2007
4 |Pym (00000252 (0000000046 PRINTERS SUPPLY OF INDINC |351050020- ZHTestBP_AM1T 9/25/2007
5 |[Pym  [00000360 (0000000005 |1ST QUALITY PRINTING CENTER [No Auditor of State Payment C51234 10/2/2007 0008500022 |Test Purchase
6 |[Pym  [00000389 0000000466 |UNISOURCE 135369500-08 MA1234 10/4/2007 (0005516262 |3 HOLE PUNCH PAPER
7 |[ADM 00000421 (0000000012 |3M COMPANY No Auditer of State Payment 5000787100001 7/10/2007 HOTDOG ROLLS-line 1
& [ADM  [00000421 (0000000012 |2M COMPANY No Auditer of State Payment (5000787100001 71102007 HOTDOGS-line 2
9 |[ADM 00000422 0000000012 |3M COMPANY No Auditer of State Payment usD 50007871000jd 7/10/2007 HOTDOG ROLLS-line 1
10 [aDmM (00000422 [0000000012 |3M COMPANY No Auditer of State Payment usD 50007871000jd 7/10/2007 HOTDOGS-line 2
11 |ADM  [00000423 (0000000012 |3M COMPANY No Auditer of State Payment 5000787111111 4/30/2007 HOTDOG ROLLS-line 1
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( Navigation

d Entering Credit Vouchers

To capture a vendor credit, use the Adjustments voucher style. You
no longer enter a credit line item on a regular voucher.

To enter a credit voucher:

A. Select the Voucher Style Adjustments in the Voucher component.
B. Link the adjustment voucher to the voucher being corrected.

C. Add credit distribution lines to redistribute the amount that was
charged incorrectly.

Accounts Payable >> Vouchers >> Add/Update >> Regular Entry )

Add a New Value Tab

Use the Add a New Value tab to enter a new voucher. Note that
the Voucher ID field says NEXT. After you enter the voucher
information and save, the system assigns a voucher ID number. To
look up an existing voucher, use the Find an Existing Value tab.

Voucher

J Find an Existing Value | Add a New Value |

Business Unit: 00050 Q

Voucher ID: 'ﬁl

Voucher Style: Adjustments -
Short Vendor Name: IMCOMPANY-001 @

Vendor ID: 0000000012 @

Vendor Location: W Q

Address Sequence Number: 1Q

Invoice Number: CMG4758

Invoice Date: 110107 [

Add

Find an Existing Value | Add a New Value

APSC20
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Accounts Payable

Step Action

1

2
3
4
5

Change the default Voucher Style to Adjustment Voucher.
Enter the Vendor ID.

Enter the Invoice Number.

Enter the Invoice Date

Click Add.

APST14

Use the Invoice Information page to enter the applicable credit/
debit memo amount along with all of the appropriate Chartfield
information. If entering a credit memo, remember to enter the
amount with a negative dollar value (e.g., -10.00).

[

" Invoice

' Payments | Voucher

 Emor A

Copy From Worksheet

Business Unit: 00050 Invoice Humber:  CM84758

Voucher ID: 00000756 Invoice Date: 110172007 [

Voucher Style  Adjustment Action: - | J=an

Vendor: 0000000012 Q *Pay Terms: UponRec = =)

Name: 3MCOMPANY-001 @ Control Group: Q Comments
Location: 000003 Q Accounting Date: | 1107/2007 [
*Address: 1 AdvancedVendor Search  “Currency: usD Q Mon Merchandise Summary

. - Calculate i
3N COMPANY ;;:L 10.000 Withholding
erence

3M CENTER BUILDING 225 55 08 " 0.000

BOX 33225

STPAUL, MN 55144-1000 Packing Slip:

Voucherip: 00000687 Copy to Voucher

= Line Received Date *Distril by Hem

Invoice Lines -10.000

Misc Charge Amount =

Freight Amount =
(minus)  Total -10.000 Calculate
(equals) Difference Amount 0.000

Non Merchandise Summary

L ipti Quantity UOM Unit Price Exte Amount
1/11/01/2007 [ Amount  ~ @ CreditMemo Q -10.000
Ship To SpeedChart Related Voucher
0504081 @ Q@ [F] Use One Asset ID Calculate
APSC22
~ Distribution Lines Customize | Find | View All | 2
GLChart Y ExchangeRate j Statistics )  Assels
Amount  Quantity *GLUnit  Fund Account Program  Dept Bud Ref TePUS  project Activ
=] 1 -10000 00050 @ 10020 @ 592800 Q_ 10000 Q 007000 Q. 2008 Q Q Q Q

APSC22
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(_ Entering a Journal Voucher

1 Enter the amount of the credit/demo in the Total field on the header section.
Note: Remember to use a negative number for a credit memo. Journal vouchers are used to adjust accounting entries for vouchers
2 Enter the original voucher id in the Voucher ID field. that have been posted and paid, and whose payments have also
3 In the Received Date field, enter the date the credit/debit memo was received. been posted. Journal vouchers are zero-amount vouchers. You enter
4 Enter an applicable description in the Description field. a credit line and a debit line for the amount of the voucher (or line
item) you are correcting. You cannot copy any source documents
5! Enter the amount in the Extended Amount field. ) y K & py any .
to create journal vouchers. Do not change any of the original
6 Enter the amount in the Amount field in the Distribution line section. voucher amounts on a journal voucher. You are using the journal
7 Enter the applicable chartfield string in the Distribution line section. voucher ONLY to change accounting information that was entered
8 Click Save. incorrectly.
APST15 Journal vouchers are entered for payments originating from the

Accounts Payable module. If a payment did not go through the AP
system, such as a high-volume payment, the accounting information
should be corrected with a general ledger journal entry.

To enter a journal voucher:

A. Select the Voucher Style Journal Voucher in the Voucher component.
B. Link the journal voucher to the voucher being corrected.

C. Add credit and debit distribution lines to redistribute the amount
that was charged incorrectly.

D. On the Payments page, record the “payment” for the voucher.

Navigation
[ Accounts Payable >> Vouchers >> Add/Update >> Regular Entry J
ENTAP Traini ng Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana ENTAP Trai ning
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Procedure | Select Journal Voucher and Enter
Invoice Number and Date

Use the Add a New Value tab to enter a new voucher. Note that
the Voucher ID field says NEXT. After you enter the voucher
information and save, the system will assign a voucher ID number.

If you need to look up an existing voucher, use the Find an Existing
Value tab.

Voucher

{ Find an Existing Value " Add a New Value

Business Unit: 00050 @

Voucher ID: ‘F‘

Voucher Style: Journal Voucher -
Short Vendor Name: - Q

Vendor ID: A

Vendor Location: ] a,

Address Sequence Number: 0Q

Invoice Number:

Invoice Date: [E

Add

Find an Existing Value | Add a New Value

APSC23

Action

A W N =

Select Journal Voucher in the Voucher Style field.

In the Invoice Number field, enter JV plus the original invoice number.
In the Invoice Date field, enter the original invoice date.

Click Add.

APT16
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~ Distribution Lines

4
2

ENCOMPASS | Accounts Payable

Procedure | Link JV to Original Voucher and
Accounting Information

Use the Invoice Information page to enter distribution information.

E’ E| Line Received Date *Distril by Item Description Quantity UOM_ Unit Price Extended Amount
1] | |-”-moum ~] [ | ‘ H—/ 0.000
Ship To SpeedChart
0504081 @ | [1use One AssetID Calculate

Exchange Rate | Statistics |  Assets

Amount Quantity *GL Unit ~ Fund Account Program  Dept Bud Ref

Unit Project Activi
-451.660 00050 Q@ 10200 Q 520300 Q10000 & 007001 Q 2008 Q Q Q Q
451.660 00050 @ 10020 @ 520300 Q10000 @ 007001 Q 2008 Q Q Q Q

APSC24

Invoice Information page

Action

A W N

Enter the original voucher number in the Related Voucher field.
In the Description field, enter a useful description, such as JV TO CORRECT ACCT.
Leave 0 in the Extended Amount field.

Enter the incorrect accounting information in the Distribution Lines section and enter original
amount as a credit.

Add another distribution line and enter the correct accounting information and the original
amount as a debit.

Save.

APT17
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¢ Running the Voucher Build Process Steps to Run the Voucher Build Process:
The voucher build process is a method to load a large number SiEg ——
of Vouchers into the System. It is used to create Only a few types 1 Create the flat file with the voucher information and save the file to a designated folder.
of payments: ESDO payments, distributions, HIPPA payments, 2 Run the AUDClaim - Voucher Import/Build process in PeopleSoft.
and HACH payroll. It is also used by some agencies to upload 3 Check for vouchers in Recycle status and correct any errors.
information from other systems into ENCOMPASS. Users create 4 Approve the control group for the uploaded vouchers, thus sending the control group through
a flat file with voucher information that is then loaded into the approval workflow.
ENCOMPASS. Agencies must work with their IT personnel to create 5! After the control group has been approved by the highest agency level, create the Transmittal
. . s Report and send it to AOS with the associated invoices for payment.
a process for getting the data into the correct format for loading into
ENCOMPASS 6 AOS approves the control group of vouchers.
7 AOS runs the Pay Cycle process to create the payments.
When the voucher build process is performed, the vouchers are 8 AOS distributes payments according to the handling codes on the vouchers.
created within a control group. The process will create and load
vouchers even if they have budget, edit, or document tolerance APT18

errors. After building and loading the vouchers, users need to search
for and correct vouchers in Recycle status, just as they do for regular
vouchers that have errors. See Chapter 4: Troubleshooting and
Correcting Vouchers for information on correcting errors.

When submitting these vouchers to AOS for payment, you create
a Transmittal Report, similar to the one that you create to submit
regular vouchers for payment.

Navigation to Voucher Build Process

Navigation
[ Accounts Payable >> Batch Processes >> Interfaces >> AUD Claim Voucher Build ]

Navigation to Control Group Approval

Navigation
[ Accounts Payable >> Control Groups >> Approve Control Group ]
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